FORMAL LETTERS
                                                                                                              47 Abrahams Rd










       Cambridge

                                                                                                             CB4 3AL

                                                                                                              20 January 2006

Ms R PERRY

Evening News

107 Wolfs Way

Newtown

NT7 OPE

Dear Ms Perry 1
I am 3 writing to enquire about2 the possibility of holiday work with your company this summer. I am very interested in gaining some experience working for a newspaper.

For the last two years I have been editor of the student magazine at my school. Next year I am planning to do a one-year course in newspaper journalism.
I have good computer skills and accurate written English.

I very mush hope you have a vacancy for me. I enclose a copy of my CV and look forward to hearing from you soon.

Yours sincerely, 4
Anna Thompson
1 If you know the name of the person you are writing to, but the letter is formal, end the          letter:  Yours sincerely.

 If you do not know the name of the person you are writing to, but the letter is formal, end the 
 letter: Dear Sir/Madam and end it: Yours faithfully.

2 Other ways of beginning a formal letter:

 * I am writing to inform you of / that….

 * I am writing to complain about…….

* I am writing regarding your advertisement….

*Please send me…..

* Further to my letter of June 1st…

3You should not use contractions (e.g. I’m, I’d) in a formal letter.

4Other ways of ending a formal letter:

 *Thank you in advance for your help.

*Wishing you all the best for the future.

